
APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing this form. torward signed 0 

Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgi; 
Attention: Schedulino Section. - 

~ 

FOR AGENCY USE 1. Agency Address 
pplication Date Department of Education 

O f f i c e  of S ta te  Superintendent  of School 
S p e c i a l  S t a f f  

Atlanta, Georgia 
_ _ ~ . _ _ ~ _ ~ _ _ _  
pplication Number 

FOR RECORDS MANA - .  .- - 
Application Number 

3 
_ _  
Date Received Dat 

MAR 2 1981 2 
~ __ ~~ 

~ _ _  ~ 

Telep 

Marx-.k=uumer--- ~~ P t i n r i n r r l  ~ SPPT-V ~ ~~ ~~ ~~~ 2 
. Action Requested 

a. [XI Establish Retention Schedule; record will continue to accumulate. 
b. 0 Dispose of present accumulation; no further accumulation anticipated. 
c. 0 Amend Application No. ~ Check One: 0 Change; 0 Supercedei D 

. Dates of Series I 5. Records Series Title (followed by title used in office; if different) 
artiest Latest 

1979 I To Date S t a t e  Super in tendent  of Schools Spec ia l  S t u d i e s  Files 
. Division and Office Function What i s  the function of the Division and the Office in which this record series i s ,  

The Off iSe  of t h e  S t a t e  Superintendent  of Schools-Special S t a f f  i s  r e s p o n s i b l e  f 
c o o r d i n a t i o n  of t h e  Department of Educat ion ' s  suppor t  on proposed l e g i s l a t i o n  t h  
a f f e c t s  t h e  Department or educa t ion  in gene ra l ;  and f o r  t h e  coord ina t ion  of ac t i  
between t h e  Department of Educat ion and t h e  Attorney General (Department of Law) 
ce rn ing  l i t i g a t i o n  and/or  o t h e r  l e g a l  matters. The Spec ia l  S t a f f  works c l o s e l y  
l o c a l  school o f f i c i a l s  and l a y  persons  in behal f  of t h e  S t a t e  Super in tendent  of 
and t h e  S t a t e  Board of Educat ion.  

_ _ ~  
I. Record Ar ies Description This file contains the following documents 

Attach samples of the file. 

__- 
include form numbers and titles, if any): 

Documents relating to: Conducting s p e c i a l  s t u d i e s  p e r t a i n i n g  t o  areas of i n t e r e s t  of 
S t a t e  Superintendent  of Schools a t  h i s  request ' .  

Included are: Background materials p e r t a i n i n g  t o  t h e  s tudy ,  i nc lud ing  r e p o r t s  f r o  
s ta tes ,  e x i s t i n g  c o n d i t i o n s ,  etc. ;  members' f i l e s ,  ( i f  o t h e r s  are a 
t o  t h e  s tudy)  inc lud ing  expense s t a t emen t s  and correspondence; rela 
correspondence; and f i n a l  r e p o r t  of s tudy .  

isarranged: Chronologica l ly  by ca l enda r  year ;  thereunder  a l p h a b e t i c a l l y  by nanie 
s tudy .  -~ ~ ~ .~ 

$. Monthly Reference Rate 

One to six months old 

How often are records referred to  which are: 

: Seven to twelve months old ~~ ; Thirteen to twenty.four months old 

~ ~. ~ .- ~ . twentpfive months and older' - ~~ ? -~~ -. ...__.--__ ~ .~ 
3. Annual Ra& of Accumulation of Records 

; Legakize drawers " ;Shelves . ;Other (specify) Letter-size drawers 
. .  / 

~ ~ ~ ~~~ ~~ ~ ~ 

R--60-71; Rw. 76 low) 

~ .~ ~ ~ 

.. . 



-_ - s this series have historical or lone term research value? 
en one or two documents in the fi le make it necessary to.keep the entire file for a long period, could these 

-- . 

-~_lf ves. where? __ ~~~ 

L~Roer, the record series result in a cornput er Drintout? - 
The following requires the series to be kept: 

--..~~__~-years. 
b. Statute of limitation e. Administrative need - ~.--years. 

f. Federal retention instructions --.-years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

-! I 
~ ,. 

~. ~ 

! -. ~- 
12. Approved Disposition k r u c t i o n s  This agency recommends that the file series be cut off a t  the end of each: 

0 Calendar Year; '0 Fiscal Year; E4 Other . 
- . ~- . -_.then, 

0 Hold in the current files area 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold ~~ -year(s); then 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
Fd Other (Specify) 

month(s) . yeark); then 
year(s); then 

, 

Upon completion of study place i n  inact ive f i l e ;  cut off  inact ive f i l e  at  end of calend: 
year; hold i n  current f i l e s  area f o r  two (2) years; then t r ans fe r  t o  the  S t a t e  Archive! 
fo r  permanent re tent ion.  

NOTE: When t ransfer r ing  t o  Archives ind ica te  name of study on t ransmi t ta l .  

These instructions apply to a l l  prior and future accumulations of the series. 

graph 12 are approved. 
(If disapproved, attad, letter 


